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1. Funding Fee Payment System Overview

Welcome to the Department of Veteran Affairs Electronic Funding Fee Payment System
(FFPS). This guide has been designed to show you how to use this new system. It is not
intended to provide any specific procedures on the Funding Fee Program itself. Please refer to
current VA guidelines, contact your local Regional Loan Center (RLC), or visit the VA Lenders
and Servicers web site at www.homeloans.va.gov/I&s.htm for answers to questions on how the
Funding Fee program works or for details on how to become a registered VA lender.

The FFPS is a fully automated system accessible via the Internet for lenders to pay their funding
fees on VA guaranteed loans. [Note: the FFPS is not compatible with Netscape browsers.] Itis
also a system that can be used by the VA RLC’s or corporate office to monitor payment activity
and approve refunds when necessary. Usage of the system is determined by your role in or
association with the VA and the level of responsibility assigned to you. There are eight different
types of users within the FFPS that have varying levels of capabilities. The user types are:

1. Lender

Lender Program Administrator (PA)
VA RLC

VA RLC PA

VA Corporate

Customer Service

Customer Service PA

VA Corporate PA

© N o o »~ W DN

The user capabilities will be explained in further detail throughout this user guide.
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The VA FFPS is accessed through the VA web site at hitps://www.pay.gov/va. The initial
screen a user will see is:

; WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |
5 =" 53
CR A | | A A | B (U Links
Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint Edit
J Address I@ spijsessionid=PGE1F4mc29H WMy M aG TPk s3HT g0 ZHIgRE8V < EF wa S AN T dvDE-887711791 2965537 31911071 007 7318201 !8202j G‘JV\’ Go

The Department of = = — == -

Veterans Affairs

| User Login |

User ID: I:I
Passward: l:l
ﬂl Feset |
Forgat Password?
W Privacy Palicy / Motices

FContacts
P Register

| o

A
|&] Dore I_l_lﬂ Internet

» If you are a new lender to the FFPS and need to register your lender ID, click on ‘Register’
on the left navigation bar and proceed to the self-registration section on page 6 for more
instructions.

» If your lender ID has already been registered, proceed to page 9 for user logon instructions.

» If you have not yet received an individual user ID and password, you must request your
FFPS lender program administrator (PA) to set you up as a user. PAs can find user set up
instructions on page 35.
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2. Registration

21 Lender self-registration

The first user into the FFPS will need to register their particular lender ID. This first user will
automatically be set-up as a Lender Program Administrator (PA), so it should be someone who
is to have ongoing authority to add additional lender users and lender PAs.

Once you have clicked on ‘Register’, the system will roll to this screen:

/] http: //birch2_corp.foliage.com:81/va/Lender DRequest.jsp - Microsoft Internet Explorer provided by Mellon Financial Corpora... [II[=] B3

J File Edit ‘iew Favortes Tools Help |

= .= QD | B @ 8 | B S ”]Agdress|@huv[ & Go JLinks

Back Farwarnd Stop  Refresh  Home Search Favortes  Higtory b il PFrint

[—
| Lender Identification |
Please enteryour Lender D+ |:|
Submitl Resetl Cancel |
[~
|&] Dore I_l_le Internet

Enter the 10-digit lender ID that was assigned to you by the VA.
Submit — click on ‘Submit’ button once the ID has been entered
Reset — will clear out entered lender ID field

Cancel — will take the user back to the user logon screen

V V VYV V V

A lender ID can only be registered once in the FFPS. An error message will be received if
the ID has been previously registered.




Pay.gov User Guide VA Funding Fee Payment System

2.1 Lender self-registration (con’t)

< Register New Lender - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File  Edit Miew Favortes Tools  Help ‘

.02 D Al a [4d 3 Jﬂgdress@ e ]Links -

»»

Back Eanmard Stop Refrezh Haome Search  Fawvortes  History
The asterisk ) indicates required information. ﬂ
MNew Lender Registration
Lender Lender
Bank
Transit0430333 69 MW EETECTY
I MNumber*
Routing

afe: F the predfilled cortact irfomration (& incomect, you must cortact crstomer senioe o egister.
Contact
Marne®

ddress*[5102 BLANDING BOULEVARD |

Address |
Line 2

City*|[TACESONVILLE State*IFL v| Zip CDI:IE*— |:|

Contact Cantact

Phone[zz3 65z 5359 Phone[ |

Mumber® Extension
Contact

Mumber*®
Reseat | Register I 1.

-
nl | &

|&] Done [ [ |4 Intemet

|harve3r brisctol

» To regqister, all fields with an * must be completed. This includes the lender’s bank transit
routing number and account number, contact name, phone number, and fax number.
Phone numbers should include an area code but no dashes.

» The address is pre-filled with information currently on file with the VA and during the
registration process it cannot be changed. [If the address is wrong and VA needs to update
their system, please contact your RLC. If the address just needs to be changed for the
Funding Fee System, register, then contact customer service to change the address for the
FFPS only.]

» Click on ‘Register’ once all required fields are entered.

Registration information can be changed after a lender has been registered and a user has
successfully logged on to the system. See page 28.
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2.1 Lender self-registration (con’t)

3 Reqgistered New Lender - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Fawoites Toolz Help |

e ko d ko d
A - = - @ @ @ @ @ Address I@ Infousp vl @G0 || Links
Back Fanward Stop Fefresh Home Search  Favortez  History
Vou have successfully completed the registration of lender Test Lender 5. A lender PIN [
will be sent to the address below and it should arrive in the mail within the next 5
business days. Once that has been received, you may use the system along with your user
ID.
Your new user ID is "testle5o" and the password is "xyzzyi123". Please make a note of them!
The asterisk () indicates required information.
New Lender Registration
Lender Lender
o 11035581301 Name*|TESt Lender 5
Bank
Transit[0430333 &2 ACCDLInt|32 65057
) Mumber*
Routing™®
Contact -
Name*lharvey hristol
ddress*|E102 ELANDING BOULEVAED |
Address | oz
Line 2
City*[JLCRSONVILLE state* [FL 7] zip Code*[a2224]. [ |
Contact Contact
Phone|223 6526952 Phaone -
4] | »
|@ Done I_ ’_ |% Internet

This screen indicates you have successfully registered your lender ID.

» To use the FFPS, you will need the user ID and password provided, as well as a Lender PIN
that will be mailed to the contact person at the address noted on the registration screen.

» The Lender ID and PIN is not unique and will need to be shared with all FFPS users at your
lending institution. However, User IDs and passwords are issued to individuals and should

not be shared!

» Important - Because it could take up to five days to receive your Lender PIN, it is important
to register your Lender ID as soon as possible. Do not wait to register your lender ID
until the day a funding fee payment is due.
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3. Lender Internet Access

3.1 Logon

; WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

J =80 | A 8B 4 »Jngd[essm &G0 JLinks

Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint

The Department of = = = T —_— ———————————
Veterans Affairs S - E = Il

| User Login |

Usr 1D
Passuord
rose |

Forgot Password?
W Privacy Palicy £ Matices

FContacts

FReyister

| o

l_l_lc Internet

» When a user is logging on to the FFPS, they access the system through the VA web site
(addresses will be provided when the system goes live.)

» User ID - Enter your 8-digit personal ID. The Program Administrator who set up your ID in
the system will provide you with the proper User ID. Remember that IDs are case sensitive.
» Password

= First time users — If this is the first time you are accessing FFPS, you must enter the
default password of ‘xyzzy123’. Click on the ‘Login’ button and the system will
automatically roll to the “change password” screen (see page 10) and force you to select
a new password. Passwords must be 8-14 characters in length with at least one number
and one letter.

= Subsequent users — Enter your valid password
» Login — After entering User ID and password, click “Login” to access the FFPS
» Reset - Clears all entered data on the screen

» Forgot Password? — Will take you to a screen with customer service’s contact information.
They can help you obtain a password.

> VA Privacy Policy / Notices — Provides user with all applicable disclosures
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3.2 Change Password

; WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

= - = = @ ﬁ @ @ @ @ i Eg: i JAgdress I@ sp Yl ﬁGo J Lirks u

Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint

The Department of ?_ = = =
Veterans Affairs B

Change Password

e
Confirm Passwaord: I:I

» Contacts 0K I Cancel |

FLogout

| ol
&7 Dore l_l_lc Internet

If you are a first time user, you will be automatically directed to this screen after entering the
default password on the User Login screen.

» Passwords may also be changed at anytime by a valid user by accessing this screen from
the left navigation bar (users, change password).

» 0Old Password — Enter your old password

» New Password — Enter your newly selected password. Remember the password must be
8-14 characters in length with at least one number and one letter.

» Confirm Password — Enter your new password again.
» Click on ‘OK’ to proceed to the Lender Login screen

» Cancel — returns you to the User Login screen

10



Pay.gov User Guide VA Funding Fee Payment System

3.3 Lender Login Screen

; WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation
J File Edit ‘iew Favortes Tools Help |

= - = = @ ﬁ @ @ @ @ i Eg: i JAgdress I@ sp Yl ﬁGo J Lirks

Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint
The Department of = = — =——_ =
Veterans Affairs e
| Lender Login
P
Login I Reset
Forgat PIN?
FContacts
FLogout
| ol
&7 Dore l_l_lc Internet

After successfully completing the User Login, you will be directed to the Lender Login screen.

» Lender ID — Enter the valid 10-digit ID that was provided by the VA and registered on the
FFPS (i.e. 9000090000). If you do not have a Lender ID, contact the VA Regional Loan
Center that has jurisdiction over your home office.

» PIN — Enter the 4-digit PIN provided to you. This PIN was originally mailed to the individual
listed as the contact when the lender was first registered on the FFPS. If you cannot obtain
your Lender PIN from another FFPS user within your organization, contact customer service
as noted when you click on ‘Forgot PIN?.’ After customer service identifies you as an
authorized user, they will provide you with the Lender PIN over the phone.

» Login — Takes you to the Welcome/Broadcast Messages screen
» Reset — Clears all entered data from the screen

[Note: VA users will not be taken to the Lender Login screen, but will be sent to the Welcome
screen from the User Login page.]

11
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3.4 Welcome / Broadcast Message Page

; WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

A - = - @ ﬁ @ @ @ @ y EE: i JAeressl ] vl ﬁGo J Lirks u

Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint

Welcome

Broadcast Messages

Welcome to the VA FFPS Pilot System.

» Payments 2/11/2002 AM

» Refunds

» Reports
} Registration
b Users

« Contacts

e Logout

< SIE | N
&7 Dore l_l_lc Internet

Messages from technical support or the VA regarding the FFPS will be noted on this screen.
» After reading relevant messages, you are now ready to enter a new funding fee payment.
» On the left navigation bar, click on 'Payments’.

» Four choices will appear:

1. New
2. Correct
3. View
4. Cancel

> All four selections are detailed in the remainder of this Users Guide.

» Double clicking on ‘New’ will take you to the appropriate screen to enter a new funding fee
payment to the system (see page 13).

12
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3.5 New Funding Fee Payments

; WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

5 = 53 53
I S e | 7o) Q (xd & B & Ell Links
Back FEamyand Stop Refresh Harme Search Fawvarites Histary 14 ail Print Edit
JﬁQdFESS I@ hitp: #birch2. corp.foliage. com:81/vaAFrame. jsp j 6o
The asterisk () indicates required information.
New Funding Fee Payment 1
LenderID* Lender Mame:™ Lender! Mame
First Name™| | widdle nitial [ |
Last Name*| | Suffix I 'I
ssn[_J-[J-[_]
Loannumwer ][ ][]
Payments Property State*l:l Property County*l =l
o gew . Financial Information
« Correc
o View Loan Categonf*l j Closing Date*D ! l:l ! l:l
« Cancel )
) Assurnption
A
etutne e[z 28] [0z wion ], ] L
Resemist I 'l Subseguent Use I 'I
} Registration Loan Armount $*|:| (Excluding Funding Fee and Energy Improvements)
» CPU
n_ Funding Fee Exempt?*l 'I Ll
&7 Dore l_l_lc Internet

The top of the New Funding Fee Payment screen will pre-fill with the Lender ID entered on the
Lender Login screen and the associated Lender name from VA’s system.

[Note: For VA corporate PA users and customer service, the Lender ID field will be blank and
the user will need to enter a valid Lender ID.]

» First Name — loan applicant’s first name

» Middle Initial — If the applicant has a middle initial, it must be entered. If no middle initial is
entered, the system will prompt you to enter one. If the applicant has no middle initial, leave
blank.

» Last Name —applicant’s last name

» Suffix — select any other relevant suffix (i.e. Jr., Sr., II) from the drop-down list; otherwise
leave blank

> SSN - the applicant’s 9-digit social security number

» Loan Number - the 12-digit loan number. If the entered loan number is already in the
FFPS, an error message will be received. A loan number can only be duplicated if it is an
assumption loan category.

» Property State — enter the 2 character state abbreviation

» Property County — select the appropriate county from the drop-down list

Instructions for completing the Financial Information Section are continued on page 14.

13
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3.5 New Funding Fee Payment (con’t)

4 VA Funding Fee Papment System - Microzoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favortes Tools  Help |

J = .= 9 [ ‘ Qa G oS B2 3 A »JLinks»

Back FEamiand Stop Refresh Home Search  Fawontes  Histomy k4 ail Print E dit
JAQIdress I@ http: /fbirch2. corp foliage. com: 81/va daFrame. jsp j @Go
Loan Number*[l-[l-[l- ﬂ
Property State*[l Property County*l j
Financial Information
Loan Category*l j Clasing Date*l:lfl:lf:I
) Assumption
e
eractve Date[2_1 [z [ wion T, [0/
Reseamist I 'l Subsequent Use I 'I

Loanamount* | (Exeluding Funding Fee and Energy Improvements)

Payments
s New

» Correct Funding Fee Exempt?*l vl

o View Mo, of Laan P ofVeteransl_Ll
= Cancel Applicants™ Exermpt®

) ) . =
» Refunds Include Funding Fee in Total Loan Amount? I I

Fartial Funding Fee Amount $*|:|

¥ Reports Include Energy Improvement Funds in Total Loan Amount?*IND 'I
} Registration Energy Improverment Funds Included in Total Loan Amount § I:I
» CPU ﬂl Reset |
1 =

|@ Dohe l_l_le Internet

» Loan Category — select one of the following categories from the drop-down list: Origination, Interest
Rate Reduction Refinancing Loan (IRRRL), Other Refinancing, Manufactured, or Assumption.

» Closing Date — enter the date the loan was closed. If the loan category is Assumption, you must
enter the original closing date of the loan.

» Effective Date — is pre-filled with the current date, but can be changed to a future date.

» Assumption Date — can only be completed if the loan category is assumption. Enter the date the
loan is being assumed by the applicant.

> Reservist — yes or no

» Subsequent Use — yes or no

» Purchase Price — Required for originations. Contracted price for the property. Enter whole dollars
up to 6 digits.

» Down Payment — Required for originations. The amount of money being paid out-of-pocket by the
applicant. It can be $0. (Not applicable to refinance loans.)

» Loan amount — Loan amounts should not include the funding fee or energy improvement amounts.
For originations it is the purchase price minus the down payment, while for refinances it is the amount
refinanced. Loan amounts in excess of $500,000 cannot be processed.

» Funding Fee Exempt — Yes, No, Partial

» No. of Veterans Exempt — complete only if the funding fee is “partially exempt”

» No. of Loan Applicants — # of Veteran applicants only if funding fee is “partially exempt”

» Include Funding in the Total Loan Amount? — Yes, No, or Partial

» Partial Funding Fee Amount —dollar amount of the partial funding fee being included in the loan

» Include Energy Improvements Funds in Total Loan Amount?- pre-fills with “No”, change to “Yes”
if appropriate

» Energy Funds Included in Loan Amount — enter dollar amount of the energy improvement funds
included in the loan

» Next — double click to have the system calculate the funding fee payment amount

» Reset — clears all entered data from the screen

14
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3.5.1 New Funding Fee — Calculated Fee Page

WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation

J B Edit  ‘iew Favorites Tools Help |
B =" ol »
e - = - @ ﬁ @ @ @ @ i = Address |BE8 =p Go Links
d p
Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint
| New Funding Fee Payment - Calculated Fee | =l
Payments Lender ID: 0000000001 Lender Marme: Lender! Name
= Hew Calculated Payment Amount
- CP"EC‘ Total Loan Armount: $126,562 Late Fee: $62.50
* \é".lew | Funding Fee Amount: $1,562.50 Interest Due: $0.00
O \HlES Payrment Amount; $1,625.00
» Refunds The calcwlations completed are based on the information entered. If a lender enters
Incorrect information they may owe [or be owed) additiona! funds.
» Reports
Back | Accept | Save | Cancel |
b Registration
First Mame jack u Last Mame uphill
> CPU SSM 087695065 Suffix
. Loan Mumber 06-06-6-5639865 Loan Category Origination
« Contacts .
Property State NY Property County Franklin =
« Logout Financial Information
Effective Date 21552002 Closing Date 1/29/2002
Assurmption Date
Reservist No Subseguent Lse No
Furchase Price $1745,000.00 Divwn Payrment $50,000.00
Loan Amount $125,000.00 (Excluding Funding Fee and Energy Improvements)
Funding Fee Exermpt? No =|

I_l_le Internet

Once the loan information has been added to the system, the funding fee is calculated and the
‘Calculated Fee’ screen is displayed.

» Total Loan Amount — the loan amount plus any funding included in the loan amount
» Funding Fee Amount — fee calculated by the system

» Late Fee — If the loan closing date is more than 16 calendar days from the effective date, a late fee is
calculated and assessed by the VA

> Interest Due — If the loan closing date is greater than 31 calendar days from the effective date,
interest on the funding fee amount is calculated and assessed

» Payment Amount - indicates the total amount of the funding fee due (plus any late fees and/or
interest charges) that will be charged against the lenders bank account

The bottom of the screen recaps the information that was entered on the ‘New Payment’ screen.

» Back — returns the user to the previous screen if they need to make changes. All previously entered
data remains intact.

» Accept —rolls the user to the ‘Thank You’ screen
Save — allows the user to store information and submit it later for payment
» Cancel — returns the user to the new payment screen and clears all previously entered data

\4

IMPORTANT: Any payment made after 4 p.m. eastern time will not be processed
until the next business day.
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3.5.2 New Payment Accepted Confirmation

< VA Funding Fee Papment System - Microzoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favortes Tools  Help |

4:' - * - @ ﬁ @ @ @ @ i Eg;’ ? ].&eressl By s vl f?Go j Links >

Back Faryard Stop  Refresh  Home Search Favortes  History tail Print

Payments
s New

« Correct Thank You
o View

= Cancel Thank you for your payment for loan number

F Refunds 06-06-6-5639865

» Reports
F Your receipt will be avallable for printing in 24

} Registration hours.

» CPU

« Contacts

e Logout

l_l_lﬂ Intermet

» This screen indicates the loan number for which the funding fee payment is being made. If
the information were saved, this page would indicate it was saved and available for later
processing.

» A paper receipt will be available for printing within 24 hours. [If a payment is made before
the 4 p.m. eastern time cutoff, the receipt will be available for printing anytime the next
business day.]
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3.5.3 New Funding Fee — Calculated Fee Page for IRRRLs

] ¥A Funding Fee Papment System - Microsoft Intemnet Explorer provided by Mellon Financial Corporation

File Edit ‘iew Favortes Tools Help |

e . = 3 3
- - =) - @ ﬁ @ @ @ @ = Address Im JEp Yl ﬁGo Lirks
Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint
| New Funding Fee Payment - Calculated Fee I =l
Lender 1T 000000000 Lender Mame:Lender1 Hame
Funding Fee:
© Calculated  $788.49
Payments @ Manual Entry {Must be within $6.00 ofthe Calculated
+ New Funding Fee or §758.00)
« Correct Payment: Zalculate |
2 \é_'ew | Tatal Loan Amount: $158,188 Late Fee: $0.00
= Lance P ayment Amount; $700.00  InterestDue; $0.00
b Refunds The calcuiations above are based on the information entered. If a lahder
entars Incorrect Information they may owe (or be owed) additional funds. |
» Reports
b Registration _
MOTE: The payment must he calculated befare it can be accepted.
b CPU Back | Accept | Sawve | Cancel |
« Contacts First Mame IRR Last hame Example
55N 659-68-9659 Suffix
« Logout
Loan Mumber 06-D6-6-2365841 Loan Category IRRRL
Property State NY Property County Nassau
Financial Information Ll

l_l_lc Internet

For IRRRLs only, there may be times when the calculated fee is slightly lower than the funding
fee already collected by the lender. If this is the case, the system allows the lender to manually
enter a funding fee so the FFPS will reflect the amount in the loan documentation.

» A funding fee can only be manually entered for IRRRLs by clicking on the ‘Manual Entry’
field.

> A manually entered fee cannot be more than $6 higher than the calculated amount.
> Once the new amount is entered, click on the “Calculate” button.

» The Total Loan Amount and Payment Amount will be re-calculated using the manually
entered funding fee amount.

» To process the payment, click on the ‘Accept’ button.
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3.6 Receipts

‘A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J Fil=  Edit “iew Favortes Tools  Help |
1A B | 4 ? Bl ks
= = @ @ : Address &) b =] @ Go || Links
Back Farand Stop Refrezh Home Search Favarites Hiztaor
4] First Prev HNext Last Goto Page | of 1 lliEYkd| Download/Print x
VA Funding Fee Receipt 1
Recalpt Number: DDA
Lender K: 157D
Lender Name: AGILENT CREDIT UNIDN
ataran's Name: Wanviaca rivgmaewe s
Loan Number: 73-73-2-I00mm
Loan Categor,: Mawvtcmred
Property State: ma
Property Count,: madksex
Effective Cate: D2ramz
Cioning Cate: 01012
) Suumpdon Cate:
4 Payments Ranarvlnt: es
Subpequent Ume: Mo
b Refunds PG 18 Prige: FI0000M Il
Covn Pement: SO000
Reports Loan amount: 96 00m
o Payment Funding Fes Etempt: No
ACti\l'i'l‘_v Total Loan amount: Ec0mm
o g Funding Fes amount: 00
« Financial .
. Late Fan: £32.40
« Lender Pin nitsrert Cus: @
« Hew Lender Payment amount: $EeE.40
« lUser REpDI‘t Daneripion: Mew Pagmeit
b Registration
-
: » ||
|&] Dore | Intemnet

Receipts (sample shown on above screen) can be printed from the FFPS for inclusion in your loan
packet to the VA. Receipts can only be printed for payments showing as processed. Receipts will
no longer be mailed to you from the VA. There are two ways a user can access a receipt.

1. Batch of receipts via the left navigation bar under ‘Reports, Receipts’ (not seen in above
example; screen sample on page 61)
» Enter date range on the search screen for funding fee payments which need a receipt
» One receipt per page will be displayed. Can download and print all pages at one time.
2. Single payment receipt via the view payment screen (and/or payment activity report screen)
» From the left navigation bar, click on ‘Payments’, then ‘View’
» When the payment search screen appears, enter the parameters to display loans with
receipts. This can be a particular loan number, date, status etc.
» When the results are displayed, click on the loan number for the receipt you want. A
detail page of information will be displayed.
» At the bottom of the detail screen, click on the hyperlink ‘Receipt’ to view and print the
receipt for the funding fee paid on that particular loan
» Sample screens of the view payment function (including the receipt hyperlink) can be

found on pages 19-22 of this guide.
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VA Funding Fee Payment System

3.7 View Payments

A Funding Fee Payment Syztem - Microzoft Intemnet Explorer provided by Mellon Financial Corporation

J File Edit iew Favortes Tools Help

Payments
o Hew
Correct

« Cancel

» Refunds

» Reports

} Registration

|+ - _§ > »
= - = - @ ﬁ @ @ @ @ .&eressl By s vl f?Go Lirks
Back Faryard Stop  Refresh  Home Search Favortes  History tail Print
! First Prev HNext Last Goto Fage [ of 1 100% |=| LD ED T x
Payment Search =
Land: L Effective
G T T T T AND | Loan TTTT OF aiyron | Tor
OR
wataran® Lar
SEN:I Hamea: NEITIO:I
statun: I j “";ﬁ':g) sort By I ﬂ
Search Reset | Link To Payment Activity |
A Loan Humber wateran's Hama “ateran's 55N Property Stats st offies of Juridiztion Eff Cats

= e
» 4| |

A4
|&] Dore l_l_lﬂ Intermet

To view previously submitted or saved payments click on ‘Payments, View’. The above
payment search screen will be displayed.

The search results can be limited by entering various parameters. These parameters
include:

» Lender ID (only for VA users; for lender users the Lender ID will be pre-filled)
= Loan number

= Date range

=  Veteran’s SSN, Last Name, and/or First Name

= Payment Status (pending, processed, returned, saved)

= Property State

‘Sort By’ allows you to have the results displayed in order of last name, loan #, Office of
Jurisdiction (OJ) or SSN

If you want to find information on one particular loan, it is best to input the specific loan
number, or as much specific information that is available. To obtain all new payments for
the previous month, enter date range, and status of “Processed”.

Click on ‘Search’
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3.7 View Payments (con’t)

A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

J X o | QA @ 8B S ]Agdress &G0 JLinks

Back Farwarnd Stop  Refresh  Home Search Favortes  Higtory b il PFrint

B First Prev MNext Last Goto Page [ of T QlESSd| Download/Print X

Payment Search =

Landar Loan Etfoctive
;0000000004 AND e I I I I OR ot From: I To:
OR

‘atsran' Lar
ssN:I Nsms:l Nsme:l

Statun: I j ”"sﬁ':b"ﬁ' j Sort B I j

Search Reset | Link To Payment Activity |

A Loan Humber “wadaran‘s Nama wedaran's 83N Propert; State stabn Ofes of Juradicton Eft Cata
DEOEE-11111 botactue, Wiy e B kidkr SUE-E-HTH Wy Proctssed il 1z
Payments DGOEE- 1T rtdifkader,sash 5466154 Wy Processsd Btk 191 —
DG06-6-T55085  ledkins, Sarmh g 50959065 Wy Pendliig Btk 15w
o New D5OGGSEXEES il [ack TGOS Wy Perding Btk s
« Correct MAT-GEEroEa2 Waers, Mkl s SEE-HB-RI% Wy Proceszed  WewomCHy 20
» View LlbE-USEIGL Trkew,case SIS e, Pendlig Foaion: 20z
« Cancel N-1-E-TEE12 Ik, |3 2B FL Proceszed St PeEmbamg 26m
-T-EOISIZEL hdsaymank SISZ-AST o Processed  Boke 1rnaz
» Refunds O-TEOISIZH sk gmee | S11-61-5164 o Processed  Bokse 1702
-T-EOISEA3T oMMpemEt BN p Is20L-1s52 o Processed  Boke 1rnaz
GHEIEASIENZ  kaderallzers ove, |am sam IS4G Ak Processed  Achomgs 25m
} Reports EHEIEASIENT  kacerall s one, lam 15151617 K Processsd  Aackomgs 26
1HTIEATNIN Test Test ZNTHTHN na Pendliig MANCkeTRT 15w
» Registration IIIIETIZNA Testmlka IO na Proceszed  MENChesk 2

= =
P » 4 | B

&) I_l_lﬂ Internet

Loans matching the entered criteria will be displayed on the bottom of the screen.

If there is more than one page of information, click on ‘Next’ above the Payment Search title
to get to the next page. ‘Previous’ will take you back to a previous page of information.

» The search results will display the loan number, Vet's name and SSN, Property State,
Payment Status, and OJ. If the loan is an assumption, an ‘X’ will be marked in the first
column labeled “A”.

» More loan detail and payment history can be obtained by clicking on a specific Loan
Number. The system will roll to the following screen:
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3.7 View Payments (con’t)

3 ¥A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation
J Fil=  Edit “iew Favortes Tools  Help |

s o) ‘ Q HE 3 ‘ »J.f-‘-.gd[esslm P Go JLinks»

Back Fanward Stop Refresh Horme Search  Favortez  History
First Prev HNext Last Goto Page | of 1 lliEYkd| Download/Print x
View Payment Report 1
—"lav! FUNdIng Fes Pasment —
Landar K: 157006003 Lendar's Hame: AGILENT CREDIT UNION
Aret Hame: Marvictrig Lant Hame: eigit
SN 4S5 Suffie:
Loan Humber: 737300000 Loan Category: ManEchned
Property State: ma Property County: Middesex
Etfactive Cats: O1E7 a2 Cloning Cete: D102
Paymant statun: Proceszed Anumphon Dets:
Reneruint: ez Submequent Une: ver
Dovn Fasment: 30000 Ho. of Loan Applicants:
Payments Purchams Frics: F00,00.D Funding Fee Ecempte Ho
Loan Amount: $£1,00M Ho, of Veterans Egempt:

= New
= Correct
= View
= Cancel

(Ezivding Fuuding Fee 3nd Exe iy mproveme i)

neiuds Funding Fes In Total Loan Amounte Ho
Partial Funding Fes amount:
nciuds Ensrgy mprowsment Fundin Total Loan amounty Mo
Ensrgy mprovement Funds neludad In Loan Amount:
— Caleulated Pament.amount—

b Refunds

Total Loan amount: 1000 Late Fas: $3540
b Reports Funding Fes am ount: 100D Itsre st Dus: M
Payment imount: FE4E.40 Ealance Dus: T
b REgIS"atm“ —Trannaeton Dedan —
b Users Cwacrpton Eftatinve Cate Paymentamount Loan Num Cnangs Lart Mame Changs  S8M Changs  Steha
Hew Pagmeit npberganing |0 Mo Ho Mo Proceszad Cetall Fecs gt

r > [ |
|&] Dore [ [ | intemet

» The most current information entered for the chosen loan is displayed at the top of the page.
» The most current payment details are shown under “Calculated Payment Amount.”

» The payment/loan history is shown under “Transaction Detail”. For example, a particular
loan could have a new payment, then a non-financial change (i.e. correction to a SSN), then
a change in loan amount that would create either a refund or additional payment.

» Each transaction would be listed separately in the detail. Details on what information was
entered for the loan at that particular time can be obtained by clicking on the ‘Detail’
hyperlink.

» And as noted on page 18, if a printed receipt is needed for payment, it is obtained by
clicking on the ‘Receipt’ hyperlink.
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3.8 Cancel Payments

Microzoft Internet Explorer Ed |

@ About to cancel pending bransactions for loan 0E0BE2 3658411

Click QK to zancel pending transactions for thiz loan, or CAMCEL to abort cancellation.

i1 Cancel |

> If a payment was entered in error, it can only be canceled if the status is showing as
pending. Once the status shows as processed, the payment has already been sent to VA.

» To cancel pending payments, click on ‘Payment, Cancel.” Conduct a payment search as
you would under View Payment.

» Once you have found the loan that should be canceled, click on the Loan Number hyperlink.

» The above dialog box will appear on your screen. Click ‘OK’ to cancel the payment.
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3.9 Correct Payments

Correcting payments follows the same basic methodology as view payments. Clicking on
“Payments, Correct” will take the user to a payment search screen. Specific parameters can be
entered to identify the desired loan. Once a loan number is selected from the payment results
table, the user will see:

A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |
& = 32
R | A [ 8 | B . Links
Back Farwarnd Stop  Refresh  Home Search Favortes  Higtory b il PFrint Edit
J Address http: /#birchZ. corp.foliage. com: 81 /vaMaFrame jep j ﬁ Go
B NavBar First Prev Hext Last Goto Page [ of 1 Ei¥hd| Search Download/Pri
The asterisk (*) indicates required information. 2]
Correct Funding Fee Payment |
Lender [D:* 0000000001 Lender Marme:™ Lender! Marme
First Name*|case | Middle Initial [n]
LastName*|fDurteen | Sufii I 'I
Coan Mo 13- [13] [3]- [rzsaes |
Property State™ V.4 Property Coun |F|U\fanna "I
Payments nerty . erty L
o New Financial Information
» Correct — - )
T Loan Category*|or iginat ion =] Closing Date*[1 /[ |/
» Cancel Effective Date™ 2/13/2002 assumptionoate [ |/ ]/[ ]
iff““ds Resenist| Tes = SubsequentUse*lYes vl
o View
Purthase Price §%[150, 000, 00] Down Payment §
Reports Final Loan Amnunt ) )
« Payment g+ 120,000,000 (Excluding Funding Fee and Energy Improvements)
|&] Dore I_l_lﬂ Internet

» Lenders can make corrections to any of the editable fields, financial or non-financial
information. [Note: RLC users and VA Corporate (non-PA) users can only make corrections
to non-financial information. They cannot make any changes to information that would
impact the funding fee payment amount.]

» Once all corrections have been entered, click on ‘Next’. [At the bottom of the screen, but not
shown in the example above]

» The Correct function is used if a user wants to recall a previously saved loan and then
submit the funding fee payment. The saved loan is pulled from the search results, and if no
changes were necessary, the user would submit each screen to initiate the payment.
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3.9 Correct Payment (con’t) — Additional Payment

; A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

Edit  “iew Favortez Toolz  Help |
By =" 3
=2 @ B QA Qa @ @ B S5 o Links
Back Py ard Stop  Refresh  Home Search Favortes  Higtory b ail Frint Edit
J Address Iﬁ hittp://birch2 cop foliage. com: 81 AvaMddFrame. jzp ﬂ @Go
B NavBar First Prev Hext Last Goto Page | of 1 KEklhd| Search Download/Pri
| Correct Funding Fee Payment - Calculated Fee | =]
Lender ID: 0000000001 Lender Mame: Lender1 Hame
Total Loan Amount; $135,000
Funding Fee Amount: $2,700.00
Previously Paid
Funding Fee: $2,400.00 Late Fee: $0.00
Interest: $0.00
Additional Payment
Funding Fee: $300.00 Late Fee: $0.00
Pavments Interest: $0.00
N ¥ Final Amount Due —
= Hew
- CRE Payment Due: $300.00
° View The calculations cormpleted are based on the information entered. If a lender enters
« Cancel incorrect information they may owe [or be owed) additional funds.
* Refunds Back | Accept | Cancel |
» Reports FirstMame case n LastMame fourteen
» Registration 55N 254-64-5345 Sufi
Loan Mumber 14-14-6-1456164 Loan Category Origination Ll
& l_’_|0 Internet

» The correction screen will roll to a new ‘Calculated Fee’ page. If only non-financial changes
were made, the final amount due would be zero. The changes would be shown in the
information recapped at the bottom of the screen.

» If a financial change results in an additional payment due, as shown in the example above,
the system will display the New Funding Fee calculated, the Previously Paid Fee amount,
and the Additional Payment due.

> The Final Amount Due is the amount that will be debited from the lender’s bank account.

» If the user agrees with the information, click on ‘Accept’.
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3.10 Refunds

3.10.1 Calculated Fee screen (from correct payment)

’ EVA Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

File Edit ‘iew Favortes Tools Help |

J¢,*-@f§@@®@'m7- JLinks”

Back Farwarnd Stop  Refresh  Home Search Favortes  Higtory b il PFrint Edit

J J Address http: /#birchZ. corp.foliage. com: 81 /vaMaFrame jep J ﬁ Go

4

B NavBar First Prev Hext Last Goto Page [ of 1 Ei¥hd| Search Download/Pri

| Correct Funding Fee Payment - Calculated Fee | 2]
Lender ID: 0000000001 Lender Mame: Lender1 Hame
Total Loan Amount; 480,000
Funding Fee Amount: $2,400.00
Previously Paid
Funding Fee: $3,000.00 Late Fee: $0.00
Interest: $0.00
Additional Payment
Funding Fee: -$600.00 Late Fee: $0.00
A Interest: $0.00 |
« Hew Final Amount Due
- G Refund Due: $600.00
o View wrohg loah swmount originally enteredl ;I
« Cancel Reason For Refund:

The calcuiations cormpleted are based on the information entered. If a lender enters
incorrect information they may owe (or be owed) addittonal funds.

» Refunds

» Reports

» Registration Back | Accept | Cancel |
€] Done I_l_lﬂ Internet

» If financial changes result in a refund due to the lender, the Additional Payment field will
show as a negative dollar amount.

The Final Amount Due will indicate the Refund Due to the lender.
» The lender should type in a Reason for Refund to assist in the approval process.

» Click ‘Accept’ if all information is correct.
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3.10.2 View Refunds

A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favortes Tools Help |

oy E » »
= = @ ﬁ @ @ @ @.' Address I p 'l @ Go || Links
Back Farwarnd Stop  Refresh  Home Search Favortes  Higtory b il PFrint
B First Prev MNext Last Goto Page [ of T QlESSd| Download/Print X
Refund Status =
Lenderid:  00ODOODDQ] — Request To: |
Date From:
Refund
Status: I j Sort By: I :I' Search Reset
Request Date Loan Humber Refund Amount Refund Status 1.
024 362002 44-44-6-1445201 F600.00 Pending Intial &pproval
021 362002 47-47-6-0451256 F225.00 Pending Intial &pproyal

» Payments

Refunds
o View

» Reports

» Registration
b CPU

« Contacts

= =
» 4] | »

A
|&] Dore I_l_lﬂ Internet

» Refunds are not automatically credited to a lender’s account since two levels of VA approval
are needed.

» A lender can check on the status of any refund by clicking on the left navigation bar,
‘Refunds, View'.

» To narrow the results, specific parameters such as date or status can be entered. Click on
‘Search’.

» All refunds fitting the specified parameters would be listed on the bottom of the screen (and
continued onto the next screen as needed). Details for a particular refund can be found by
clicking on the Loan Number hyperlink (see page 44).

> Refund statuses are

= pending initial approval
= pending final approval

= approved

= denied

= suspended
= canceled.

» Once approved, the lender can expect to receive their refund within 7 business days.
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3.11 Change Registration

ee Papment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

5 =" » 53
- - =) - @ ﬁ @ @ @ @' = Address I Yl ﬁGo Lirks
Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint
ET he asterisk (*) indicates required information.
g New Lender Registration
Lender Lender
Bank
Transifizaz1az ] S P
I Mumber®
E R outing
Contact |
Marne*
i, =
} Payments ddress |Lender 1 iddress |
» Refunds . - ,
City*[Bur lington State* [12 7] Zip Code*[01803] -
» Reports Contact Cantact
Phonel:l Fhone
R ation Mumber® Extension
Contact
Murmher®
Poser
—_— | o
&7 Dore l_l_lc Internet

» Once a lender has been registered, there may be times when lender information needs to
be updated. It is helpful if the user keeps this information current, in the event additional
information on the FFPS needs to be distributed to all lenders, or if customer service needs
to contact someone at the lender’s office regarding a payment.

» If the lender account information, contact information, address, phone number and/or email
address has changed, the user can update the system directly by accessing “Registration,
Change” from the left navigation bar.

Remember, all fields with a red * must be completed.
Since the VA issues the Lender ID, it is the only information that cannot be changed.

The user corrects any of the fields of information that need to be changed then clicks on
‘Submit.’
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3.11 Change Registration (con’t)

This next screen indicates the registration information has been updated and displays all
updated information.

e Papment System - Microsoft Intemnet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |
& = 53
. D A A @ | B (LU Links
Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint Edit
J Address hitp: #birch2. corp.foliage. com:81/vaAFrame.jsp j 8o

The registration information for the lender cocooooo01{"Lender1 =]
Name") has been updated.

The asterisk (") indicates required information.
New Lender Registration

QoA Y e
Oo0ooooool Lenderl HName
Io* Name*l

Bank

Transit[12321592 | Acwuml2369258
) Murnber®
Routing™®
Contact

» Payments Mame*
ddress*|Lender 1 Address |

» Refunds

» Reports Gity*[Bur lington state* [110 7] Zip Code*[01803]

R —— Contact Contact
- Gy Mumber* Extension
Contact -

L3 4

Blimhart h
| »
l_l_lc Internet

L]
|@ Done
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3.12 Contacts

/2 ¥A Funding Fee Payment Systé;n - Microsoft Internet Explorer provided by Mellon Financial Corporation

J Fle  Edit Miew Favortes Tools Help |

- .= D | Q G 9| B S »]Agd[esqspvl & 0o JLinks»

Back Farwarnd Stop  Refresh  Home Search Favortez  Hiztory b ail Print
Contacts For Regional Loan Centers [
LTeT E-mail Address Phone Number
Center
Atlanta ATLLGY Gwba. va. gov 885-758-2132
) 800-725-

Cleveland  vahomesite@vba.va. gov 5777 w3960

Derver lgyemailE@vba.va. gov 855-349-7541

Honolulu lgyskane@vba.va. gov 8038-433-0430

Houston houstonlgyiEb s va. gov 8585-232-2571

Manchester nh_lp@Evba.va. gov B00-327-6311

Phoenix WA BAPHOVROAGYINGGEwba va. gov888-869-0194
b Payments

Roanoke  roanoke.lp@wvba.va. gov B00-933-543%
» Refunds San Juan  lgyjllan@ivba.va. goy 787-771-1261

St Paul RLC335Evha.va. goy B00-327-0511
» Reports St

) fl/homeloanvb e va. goy 8585-511-5316
. ) Petersbury
b Registration
» CPU Pay.gov Customer Service for VA FFPS
Email address: Pay. gowgidal frb. org
Phone Mumber: 1- 377-807-4135
Please call for general questions about using the WA FFPS. =
1] | b

ol i
|&] Dore I_l_le Internet

» The Contacts screen can be accessed from any screen by double clicking on ‘Contacts’ on
the left navigation bar. It can be accessed even before a user signs on, or a lender is
registered.

This page lists all Regional Loan Centers, their phone numbers and email addresses.

» The Customer Service number and email address are shown if the user has questions about
the FFPS. Customer service representatives can:

= Assist with problems/questions on any of the FFPS input screens
= Reset passwords

= Supply lost Lender PINs

= Update user and/or lender information

= Research problems with submitted payments

= Enter payments for a lender in the event a lender’s Internet access is disrupted. This is
done on an exception basis only. You should never provide a customer service rep with
your User Password or Lender PIN. They can enter payments on your behalf with their
own User ID and Password. Customer service will need to identify you by your name,
User ID, mother’s maiden name, and last four digits of your SSN.

» Clicking on an email address will hyperlink you directly to an email ‘'send message’ screen.
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3.13 Reports — Payment Activity Report

¥A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit View Favortes Toolz Help ‘

J . A ‘ Q @@ 3@ jﬂgdresslm @ 6o ]Links

Back Eanwvard Stop Fiefrazh Hame Search  Fawvortez  History

First Prev HNHext Last Goto Page [ of 1 iiliEALd | Download/Print X
View Payment Search 1=
Effoctive
L“"'TET| AND e I I I I Dats From: I Tp:
woteran'y Lait; et
SSNZI NBITIB:I NEITIO:I
stabun: I j "“’sﬁ:&' j sort B lﬁ
search Reset | Link To Payment Activity |
A Lendsr D Loan Numbsr  weteran's Mame wtsran's 88N Propert; State statn offcs of Jurladicton  Eff Cets
157 DA TITFHIIIET e n, MaNvEcrig m SHGAG-AEE na Procesred  Mawcherkr a2
» Payments 157 DS THFIOTE  elght Manichrig m ASL-E-ET (L5} Prociessed Mawcherkr 1
157 DA 1IN  ilve, MavaEctrgm TEA-A5-A5AT na Processed  Mawcherkr a2
157 DA TIIINID £y, N3G m 5545473 na Processed  Mawcherkr 1 |
F Refunds 157IDEET TR eketre, MasvBotilg m THIHETE na Procesced  Makcheskr 1@
157 DA TITFIINE e ke, ManEen g m 154-51-1454. ne Processed  MEwcherer 1S
Reports 157 DA TITFIIINT  thirkes, ManBenrig m 155451343 ne Processed  MEwcherer 1S
« Payment 157 IDER03 TN e, i o o 1S5-45-4T 4G ne Procesred  MAWChErET 1
Activity 157 DA TN W, Drig it o 1H5-H-TEG na Procesred  Mawcherkr a2
- Fis el 157 DA TR  three, O righaton o EE-AS-GAEH. na Processed  Mawcherkr 1
. 157 DA 1IN bar, Orighator o SIE-4-014E na Processed  Mawcherkr a2
= Lender Pin 157 DA TN e, 0rghatn o IS5-45-4545 na Processed  Mawcherkr a2
= New Lender 15T IDATET 1IN sty Orighation o WAS5AGIS na Processed  Mawcheskr 1@
e User RB[]DH 157 IDE0E0E THFEOIOE bk, Ofer Remaichg 1 #64-51-3136 ne Proceszed MAchesEr e
157 DA TITFEIINNS  Mees, Otier Remiaichg r - 431354543 ne Processed  MEwcherer 1S
[ Registratiun 157 DR IO  #bees, Ot Femianchhg 1 H-13-145 ne Procezred  MANCherer jleibind
157 DA TITFHIIOT  sewevken, Otier rethaichg 1 455454131 na Procesred  Mawcherkr a2
157 DA TITIEONINIE  elghiees, IRRALI E5-41-THE na Processed  Mawcherkr 1 -
» 4| | >

- :
|@ Daone ’_|_|0 Internet

» To obtain a report on payment activity, click on ‘Reports, Payment Activity'.

» A search will be displayed, and specific parameters can be entered. Once parameters are
entered, click on ‘Search’.

» Results will be displayed in a table at the bottom of the screen as shown above.
» To obtain a formatted report of this information, click on ‘Link to Payment Activity’'.

» A user can also skip right to a formatted report (as shown on page 31), by entering specific
criteria and clicking on ‘Link to Payment Activity’ first rather than ‘Search’.

» To obtain a formatted report on a specific loan, click on that loan number hyperlink.
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3.13 Reports — Payment Activity Report, con’t

oft Internet Explorer provided by Mellon Financial Corporation

J File Edit View Favortes Toolz Help ‘

J . f) ‘ Q @ @ jﬂgdlesslm & 6o ]Links”

Back Eansvard Stop Refrezh Hame Search  Fawvortez  History
B First Prev Hext Last Goto Page [ of 1 QLitkALd| Download/Print X
VA Funding Fee Payment System 15
Payment Activity Report
Search Criteria
Lender b il Pament Tips: NG
Loan Humber: Nl Propsrty Stets: M
weteran's Arit Nams: N Ettoctive Cate From: N
R a4
) Statun WM
offce of Juradichon: N
Landsr IO Loan Mumbsr Payment amount Eftactive Cate Ratumsde Caacrphon statun
b Payments 157 e 33 2-Imm WO VO N New Rame it Procersed
157 DA 1320w s OLEAIE N Hew Payme it Proczszed
} Refunds 157D 73732 s EED  OVHAR H Hew Payment Processed
157 DDA T3rImmin Fmom 012 a2 N Hew Payment Processed b
Reports 157 A [EREE-R1 111l FEE DI N New Payme it Proczszed
« Payment 157 AR [EREr-Ri i) eSO DV N New Payme it Proczszed
Activity 157 AT [ERETE: i 1in1}] WS OVEmR N News Aaume it Rrocassed
N A 157 IR [ERER i1 2240 OVEAIE N Hewt Payme it Procaszed
» Financial 157 e 373600 qH0M  OuEem N New Rame it Procersed
= Lender Pin 157 AR T3-735-0Im F,10m 047 /A2 N Hew Payme it Processed
e« New Lender 157D 13736 000IDS Paexn  mam H Hew Payment Processed
« User Repun 157 DR 13730 REOm ijferfei il N Hew Aayment Processed
157 A [ERErA il PAM OV N New Payme it Proczszed
» Registration 157 AR [ERErAi il EHAOMD  OVER N New Payme it Proczszed
: 157 AT [ERETE il FOM o N News Aaume it Rrocassed
157 IR T3 FAD DA N Hewt Payme it Procaszed
» 157 IR [ERERS i) FAD DA N Hews Payme it Procaszed j

4
|@ Daone ’_|_|0 Internet

» A report showing the entered search parameters and results will be displayed.

» This report can be printed by clicking on the ‘Download/Print’ function at the top of the page.
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3.14 Logout

» To end your funding fee payment session and exit the FFPS, double click on ‘Logout’.

» This will take you back to the User Login Screen. [f you forget to logout, you will not be able
to enter the FFPS for at least 15 minutes.
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VA Funding Fee Payment System

4. VA Internet Access

In addition to lenders, VA personnel may also be provided access to the FFPS. This includes
personnel at the Regional Loan Centers and Corporate Headquarters.
dependent upon your location at a RLC or Corporate HQ, and your user designation as a User
or a Program Administrator (PA). Access privilege details can be found in section 3, Lender
Internet Access, or section 5, Program Administrators Internet Access.

To summarize:

VA user access is

RLC USER RLC PA | CORP USERS | CORP PA
Enter New Payments X
View / Cancel payments X X X X
Correct payments
- non-financial corrections X X X X
- financial corrections X
View refunds X X X X
New lender registrations X
Change registration info viec\;:/1 Ii;fo X X
Approve/Deny/Suspend X X
refunds
Set-up new users X X X
Reset user passwords X X
Update broadcast X
messages
Access finance reports X X

» Pay.gov Customer Service has all the same privileges as VA Corp PAs except they cannot

approve/deny/suspend refunds or register new lenders.

» Lender PAs can enter, view, correct and cancel payments; view refunds; register new
lenders; change registrations; set-up new lender users and lender PAs only.
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4.1

4.2

4.3

Logon

Users who are not lenders only need their user ID and password to access the FFPS.
Once they have successfully entered that information, the system will skip the lender logon
screen and roll directly to the Welcome/Broadcast message screen.

Correct / View payment

When viewing or correcting a payment, VA users must enter a valid lender ID on the
search screens. VA users can view payments for any lender ID, but can only make
changes to lenders within their RLC. Instructions on these functions can be found in
sections 3.7 and 3.9.

Reports

Details on available reports for VA users/non-program administrators are provided in
Section 5.3.
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5. Program Administrators Internet Access

5.1 Users
5.1.1 New User Set-up

< VA Funding Fee Papment System - Microzoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favortes Tools  Help |
& =2 3
ST S ¢ | 7 | A G S | B (LU Links
Back Faryard Stop  Refresh  Home Search Favortes  History tail Print Edit
J Address http: /fbirch2. corp foliage. com: 81/va daFrame. jsp j rfh) Go

} Registration

The asterisk indicates required information.
Users

Hew | ¥4 Regional Loan Center User Setup

e Lender Please enter information for a new user,

s RLC User's First Mame:™
" A . |mary |

Corporate LIser's Last Name:® |smit,h |
« Customer
Service

s Change Last four digits of S5+

« Delete

» Reset Phone Mumber.™ |s652563256

P assword [
- Phone Extension: |:|

» Change Frogram Administrator.
Password

Mother's Maiden Name:*|miles |

Regional Loan Center.™ [faisse

« Edit Broadcast
Message

Add Resst |

« Contacts

| 2l
l_l_lﬂ Intermet

» Lender PAs can only set up Lender Users; RLC PAs can set up RLC and Lender users; VA
Corporate and Customer Service can set up all types of users.

» The choice of new users displayed on the left navigation bar will depend on who is signed
on and doing the set up. (The example above is for a VA Corporate PA setting up a RLC
User.)

» Enter all required information as indicated by the red *. For Lender Users the appropriate
Lender ID will need to be entered. For RLCs, the applicable center must be entered.

» If the user is to be a Program Administrator, check the PA box.

Double click on ‘Add’.
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New User Setup (con’t)

¥A Funding Fee Payment Syste soft Internet Explorer provided by Mellon Financial Corporation
J File  Edit ‘iew Favortes Toole  Help |
By =k »
R | AN - B~ B SRS & (L Links
Back Py ard Stop  Refresh  Home Search Favortes  Higtory b ail Frint Edit
J Address Iﬁ hittp://birch2 cop foliage. com: 81 AvaMddFrame. jzp ﬂ @Go

» Registration

Users The asterisk indicates required information.
Mew | ¥A Regional Loan Center User Setup |

s Lender The user has been set up. The userId is marysmii and the password is
« RLC XYZZY123
o VA
Corporate
« Customer User's Last Name:*|smith |
Service
» Change

« Delete Last four digits of S5M:*

« Reset

Password Phone Mumber® 552565256

s Wiew o
« Change Phane Extension; l:l

Password Program Administrator:

Regional Loan Center™ |c1eveland

User's First Mame:* |m9_rg |

Mather's Maiden Name:*|miles |

« Edit Broadcast
Message

« Contacts

[ | | b
|&] Dore l_’_|0 Internet

» The system will roll to a confirmation screen that indicates the new user’s ID and the default
password.

» The PA must provide the user ID and password to the new user.
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5.1.2 View User

; ¥A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favortez Toolz Help ‘

J L S @ ﬁ ‘ @ (d @ %' = [ »JLinks»

Back Fanwvard Stop Refresh Home Search  Fawvortes  History b ail Frirt Edit
J Address I@ hitps: Aftestwebll pay. govAva AR rame. jzp j @GD

B First Prev Hext Last Goto Page of 1 QLEALS | Download/Print x

Users
F New

View User Search (=
« Change
s Delete
s Reset Lender ID: IU395E|UUDD Last Hame:l Status:lAC‘tiVE vI
Password .
& View Wser [D: I Userl j Regional Loan [T
Type: Center:
« Change
Password Search | Feset | I
» CPU
User ID User Hame User SSH Uszer Type Status Regional L
# Edit Broadcast poliffcu last name, first name Lender Admin Active
Message johnjone JOMES, JOHN 1234 Lender Admin Active

« Contacts

+ Logout

= =
» 4| »

|
[ & [ Intemet

1
|@ Done

> If a PA wants to see information on a particular user, click on the left navigation bar (Users,
View).

» A ‘User Search’ screen will appear. Enter specific information about the user to narrow
down the search (i.e. Last name, SSN, etc)

> A list of users matching the entered criteria will be displayed at the bottom of the screen.

» Click on the User ID hyperlink to see more details on a user (see page 38 for the screen
display).
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5.1.2 View User (con’t) - Details

Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation
E View Faworite:  Toole  Help |
2 =2 53 >
& =S D A Q i 4 - [ Links
Back Fanward Stop Fefresh Home Search  Favortez  History b ail Frint Edit
J Address I@ https: /Mtestwebll pay. govvaAFrame. jzp ﬂ f{) Go
Users —
P Hew
+ Change Yiew User |
= gglsitte User ID:  johnjone
.Passwnrd Last four digits of User's S5 1234
« View User's First Mame:  JOHM
s Change User's Last Marme: JONES
Password Phone Number. 1231231234
b CPU Phone Extension: 1234
User Type: Lender
s Edit Broadcast Lender Id: 02395000000

Message

s Contacts

s Logout

| 2+
I_ ré_ |ﬂ Internet
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5.1.3 Change User

A Funding Fee Payment Syztem - Microzoft Intemnet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favortes Tools  Help |

4“ - * - @ ﬁ @ @ @ @' Eg;’ » jAEIdress Im Jsp VI f?Go j Links >

Back Faryard Stop  Refresh  Home Search Favortes  History tail Print

! First Prev HNext Last Goto Fage [

The asterisk indicates required information.

| Change User

Please enter any user changes below.
UserID:  MFCU1140

Last four digits of User's
SSN*

User's First Name:* [Gardenia |

» Payments User's Last Name:*|5m1ch |

» Refunds Phone Number.® [ss56666959

» Reports Phone Extension: |:|

User Type:  Lender

} Reygistration
4 Change I Resetl

Users
b Hew
« Change
« Delete

r | 2l
|&] Dore l_l_lﬂ Intermet

» To update information on a user, the PA would click on ‘User, Change’ from the left
navigation bar.

» This will display a user search as described in the previous section.
» Select the user for which changes must be made.

» Enter new information and click on ‘Change’.
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5.1.4 Delete User

Microzoft Internet Explorer Ed |

@ &bout b DELETE wser "abcdabed''?

Izer type: Lender
Mame: abcdefghiklmnopgratussspzabed abodefghiklmnopgratusssyzabed
Lender: Q000000001

Click. OF. ta delete this uger, or CAMCEL to abart deletion.

] Cancel |

> |If privileges are to be canceled for a user, the PA must delete that user from the FFPS via
the ‘User, Delete’ function.

» PA selects the user from the user search as previously described.
» When the User ID to be deleted is selected, the above dialog box is displayed.

> Click ‘OK’ to delete or ‘Cancel to abort the delete function.
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5.1.5 Reset Passwords

A Funding Fee Payment System crosoft Internet Explorer provided by Mellon Financial Corporation
J File  Edit

“iew Favortes  Tools  Help |

0 . =k 3 3
= .= QD AR E @ @ agaress [l pp 7] @Go || Links
Back Farwarnd Stop  Refresh  Home Search Favortes  Higtory b il PFrint

First  Prev MNext Last Goto Page [ of 4 QIlESRd| Download/Print X
User Search =
E 3 Lant Hamea: [R-11H
» Payments Lander 0 I [Lsutmurulgltu]l
Uner 10z Hier oan X -
» Refunds | e ﬂmr:l ﬂ |ACTIVE
» R = Search  Reset
aports
Uper IO Unar Ham« Uer 88N Unsr Tops st Raglonal Loan Canter
» Registration SUETEN SYSTEM, SYSTEN 122330 Syeem acti Macierer
SeReql LagT, FIRST 11233 Gust i MacerEr
Users WALDADER WALDADER, WALOADER 122330 Syeem acti Macierer
b N ool Leany, Cookk: 11-2-F30  Leaderimiy i MacerEr
Bl GSIMMONS Smmois, Gak 11-22-T333  LeackrAamiy acti Macierer
= Change HFCU114 ami, GankiE -2 Leaeraani = Maicier
« Delete aceron ANk TSN, Ykt 112200 Leaceraanh = Nacieser
» Reset 1ar| varks, Sel 11223333 Lewckr Btk Maicherer
Password om s bar Shatkr, Lee 1M1-22-T30  Lender i Maicierer
« View [ty Shack, Robert 112303 Lewdker i MacerEr
Chanae asijogn log.£rsh 11223333 Lewcer acti
.P' 9 " ¥ vitaam| 3, kadkr 11-2-F30  Leaderimiy i
LSSV Aaykct BEtaame, st iame 11-22-T333  LeackrAamiy acti
kkar o kA, B B 112303 Lewdker i
« Edit Broadcast faziest Brhzer i M3 Lawckr =
Message k| KT kO TN,
9 ahorhed i kmicpa e 11-22-3333  Lewder At
Contacts Ereriin] £ 3w 112303 Lewdker i
- E . mapps .
R B”;’??‘;‘[P_-*?L“" HAP-GRFEEOAT i am lagersamn = |

|&] Dore I_l_lﬂ Internet

» If a user cannot remember their password, a PA can reset it to a default password using the
‘User, Reset Password’ function on the left navigation bar.

» The User Search will be displayed and specific parameters can be entered.

» Once a list of users is displayed, click on the User ID hyperlink.
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5.1.5 Reset Password (con't)

<3 VA Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favorites Toolz  Help |

= - = - @ ﬁ @ @ @ %- Eg;’ > Jﬁgdressl RS .isp vl @Go JLinks ”

Back FriyErd Stop  FRefresh  Home Search Favortes  History Mail Print

B First Prev MNext Last Goto

b Payments

Reset Password
b Refunds User ID: fedecrun
User Status:  Active
Last Reset Date:
» Registration Last Reset Time:
Last Activity Date:  1/23/2002
Users Presi Resot Date:
b Hew revious Reset Date;
» Change Previous Reset Time:

« Delete Previous Activity Date;  1/7/2002

« Heset
Password

» View

« Chanye
Password

» Reports

Reset Password

« Edit Broadcast

Message
s Contacts | 5
3
@] Dore |_|_|Q Internet

» The system will roll to the ‘Reset Password’ screen, which displays reset and activity dates
and times.

» To reset the password to the default, click on the ‘Reset Password’ button.
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5.1.5 Reset Password (con’t) — confirmation

<3 VA Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favorites Toolz  Help |

= - = - @ ﬁ @ @ @ %- Eg;’ > Jﬁgdressl RS .isp vl @Go JLinks ”

Back FriyErd Stop  FRefresh  Home Search Favortes  History Mail Print

B First Prev MNext Last Goto

b Payments

The password has been reset to xyzzyizg
b Refunds | Reset Password

User ID; fedecrun
User Status:  Active
» Registration Last Reset Date:
Last Reset Time:
,Uﬁz\'ﬁ Last Activity Date: 1/23/2002
« Change Previous Reset Date;
« Delete Previous Reset Time:

= Reset Previous Activity Date;  1/7/2002
Password

» View

« Chanye
Password

» Reports

« Edit Broadcast
Message

« Contacts

| 5
@] Dore |_|_|Q Internet

» The system will confirm that the password has been reset to the default password of
‘Xyzzy123'.

» Inform the user of the default password and remind them that the system will automatically
force them to change the default password when they sign on to the system with it.
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5.2 Refunds

5.21 View Refunds

A Funding Fee Payment Syste rosoft Internet Explorer provided by Mellon Financial Corporation

J File  Edit ‘iew Favortes Toole  Help |

jé-»-@{é@@ﬁ

3

="
% = JAgdress I Jj=p 'I & Go J Lirks

Back Py ard Stop  Refresh  Home Search Favortes  Higtory b ail Frint
B First Prev HNext Last Goto Page [ of 1 QLUESRd| Download/Print X
Refund Status =
Lander id: Raquert .
I Cate From : I Te I
Refund
Etatun: I j I jSearch FReset |
Raquert Dats Loan Num ber Refund amount Refund Statun
D11 DE-D5-6-4244112 F: ] Canekd
o1am DE-E-E-BT BT 1 FIE B Cawskd
D11 DE-DE-G-BT 54T 1 311 Approved
o1am DE-DEE- 1245124 w12 Cawskd
D1 A DE-DE-G-BT 54T 1 F:3:0) Perding Fhial Deatal
» Payments OiAsam DE-DEE-T 121474 10 Dekd
DiARE DE-D5-6- 1245124 Fnm Perding Inttial spprol o
Refunds o121 DE-DE-E-4244112 LT Perding Fhial pproal
View ilFe it 1 1 DE-D5--ITIE 25 Perding Fhial dpprot
* ; oA DE-DE-2-T 14547 HIE Perdng Fhial Denal
« Approve/ D1 DEDEE- 1214112 ®m Pe vdlag Iy il Appros!
DB“Y il te 7] TRTIE- 1T ® 4 Beding Flval Apgrol
» Reject oA DEDEETSUTIS E=hE ] Canekd
oA DE-IEE-TSUTIS 21663 Cawskd
» Reports ilFe it 1 1 DE-DE-E-TSHTAS 21965 Perding Inttial spprol
oA TRTIE1TI 249 Perdng Fhial Denal
A ilFe it 1 1 DE-D5-6-TET b4 FOm Sipeidkd
P Registration 2o DE-DE-E-ITTT1E 2w Perding Inttal Approgl
205 THIEOTE1E e sl Perding Inttial spprol
m20sem DE-DE-E-OTTT13 ey Perding Inttal Approgl LI

’_ ’_ | Intemet

» To view refund details, click on the ‘Refund, View’ from the left navigation bar. Refund
searches are conducted in the same manner as payment and user searches.

» Click on the loan number hyperlink to see details regarding a particular refund request.
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5.2.1 View Refund (con’t) — Detail Results

; WA Funding Fee Papment System rosoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

= - = = @ ﬁ @ @ @ @' Eg: u JAgdress Im JEp Yl ﬁGo J Lirks u

Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint

! First Prev HNext Last Goto Page [

I View Refund
Loan 060661245124 Request2002-01-18 16:07:36.0
Mumber: Date:
Refund $200.00 Refund
Amount: Reason:
Lender AGILENT Lender @o# $%a 80 _+ P> W@ $A &) _+ B 7> <, 0=

Mame: CREDIT UNION  Address: i@#$5&()_+ 7>, 5"][=-, MA 164664343
Lenderd343456464-  Lenderh@#$% 80 _+ 2> "=

} Payments Phone: 5345 Ernail
Initial Final
Rt?funds Decider: Decider:
s View i »
« Approve/ Refund Pending Initial Vend0r|sushrlus
Deny Status: Approval Code:
» Reject Denial|
Reason:
» Reports
} Registration
4 ) | _,I
€] Done l_l_lc Internet

> The View Refund screen will show the Refund Amount, the Lender Name, the current
Status, the user ID of the approvers (Initial and Final Decider) and the Vendor Code.

> If the refund was denied, the reason for the denial will be noted.
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5.2.2 Approve/ Deny Refunds

<3 WA Funding Fee Papment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

B =" »» »
- - =) - @ ﬁ @ @ @ @ y = Address Im JEp Yl ﬁ Go || Links
Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint
! First Prev HNext Last Goto Page [ of 1 AL | Download/Print X
Refund Status =
Lendsr M: E;geu;otm: I T I
Rafund = - B
st Pending Final Sort By I 'ISearCh Elzssh |
Reaquant Date Liaan Humber Refund amount Rafund Status
[nj Eeghenavy D05-6-1244112 AT Pexding Fhal 2pprog|
01AaE D505 16 2T Perding Flial ppro!
} Payments
Refunds
o View
o Approve/
Deny
« Reject
» Reports
} Registration
&7 Dore l_l_lc Internet

» Refunds must be approved by two different PAs (these will usually be at a RLC).

» RLC PAs should pull up their Approve/Deny refund screen daily to determine pending
refund requests.

» Click on ‘Search’ or enter specific parameters. For example, if one RLC PA is responsible
for initial approvals then entering a status of “pending initial approval” will display all refunds
to be approved.

» In the same manner, another RLC PA can search for all refunds with a status of “pending
final approval” to complete the approval process.

» To approve or deny a particular refund, click on the Loan Number hyperlink.
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5.2.2 Approve/Deny refund (con’t)

< VA Funding Fee Papment System - Microzoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favortes Tools  Help |

4“ - * - @ ﬁ @ @ @ @' Eg;’ » jAEIdress Im Jsp VI f?Go j Links >

Back Faryard Stop  Refresh  Home Search Favortes  History tail Print

! First Prev HNext Last Goto Fage [

I Approve/Deny Refund
Loan 737361234567 Request2002-01-30 14:38:04.0

Mumber: Date:
Fefund $5.41 Refund
Arnourt: Reason:
Lender AGILENT Lenderi@#$% &0 _+ 37 @it &) _+ 7= 0=

Mame CREDIT UNION  Address: W#$%A&()_+ 3 ?2><,0 "=, MA 46466-4343
Lender4343456464- Lender k@# % 80 _+ 72,0 =

- e DS Phone: 5345 Ermail:
Initialvacorp09 Final
Adimifz Decider. Decider:
o View o
« Approve/ Refund Pending Final Vendor|5u5hr 1us
Deny Status: Approval Code:
« Reject Denial|
Reason:
» Reports
Approve | Denyl
} Registration
| 2|
|@ javascript buttan0s[] l_l_lﬂ Intermet

» Complete whatever research is needed to approve/deny a refund.

» The second/final approver must enter a valid vendor code in the ‘Vendor Code’ field in order
for the refund to be properly processed through VA Finance. For more information on how
to obtain a vendor code refer to existing VA procedures on Vendorization. [VA - IS THERE
A PARTICULAR MANUAL THEY CAN REFER TO?] If the RLC does not have an existing
vendor code, it will take 2-7 days to receive one after the appropriate paperwork has been
submitted to the VA Finance, Vendorizing Unit.

> If the refund is to be denied, enter the Denial Reason.
» Click on ‘Approve’ or ‘Deny’ to update the status.
» A refund must have two approving deciders or two denying deciders in order to be

processed through the system. If one decider approves the refund and the second one
denies the refund, the status will revert to Pending Final Approval/Denial.
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Refund Approved — confirmation

WA Funding Fee Papment System - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit “iew Favortes Tools  Help

L= D 7ol QA G 4| B 3 »JAEICIIESSW ﬁaoj

Back Faryard Stop  Refresh  Home Search Favortes  History tail Print

! First Prev HNext Last Goto Fage [

I Refund Approved
Loan 737361234567 Request2002-01-30 14:38:04.0
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» The system will roll to the next screen confirming the approval. The status will be updated
and the approving User ID added.

» A denial reason will be displayed if the refund was denied.
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5.2.3 Suspend Refunds

; WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation
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» An approved refund request is forwarded to VA Finance for processing. Sometimes these
refund requests will suspend at the VA because an invalid vendor code as been entered.

» If a refund rejects from the Finance system, MLAC (Mortgage Loan Accounting Center) will
receive a notification. They in turn will notify the approving RLC of the suspended refund so
the FFPS status can be properly updated.

» When an RLC or VA Corp receives this suspended notification from MLAC, they need to
change the refund status by clicking on ‘Refunds, Suspend’.

A search screen will be displayed for the user to enter search parameters.
Once the parameters are selected, click on the ‘Search’ button.

A list of loans matching the selected parameters will be displayed below the search screen.

YV VvV V¥V 'V

Click on the Loan Number hyperlink to display the loan that needs to have the refund
suspended.
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5.2.3 Suspend Refund (con’t)

/1 ¥A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation
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» The system will roll to the ‘Suspend Refund’ screen.

» If this is the correct loan, click on the ‘Suspend’ button.

» The refund status will be changed from ‘Approved’ to ‘Suspended’.

» The RLC must obtain the proper vendor code.

» Once a new vendor code is determined, the suspended refund needs to be re-approved by

one final approver. This does not need to be the same original final approver. The final
approver only needs to be different from the initial decider (see page 47 for details on
approving refunds).
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5.3 Reports

5.3.1 Payment Activity

»  See section 3.13 for details on the Payment Activity Report function.
5.3.2 Financial Reports

»  Clicking on ‘Reports, Financial’ will display all the financial reports available for viewing by
VA users.

A Funding Fee Payment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation
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« User Report
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|@ ’_|_|0 Internet

» Double clicking on any report title will take the user directly to that report.

» A summary report of all funding fee activity is found in the “Total By Loan Category Report”
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5.3.3 Total by Loan Category Report
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» This first page of the report will display all payments made by loan type for the current fiscal
year.

» Monthly details on these totals can be found by clicking on ‘Next’ at the top of the screen.
(See page 53 for screen detail.)
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5.3.3 Total by Loan Category Report (con’t)

icrosoft Internet Explorer provided by Mellon Financial Corporation
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5.3.4 Assumption Loan

; ¥A Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation
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» Detailed reports on specific loan categories can be seen by clicking on that particular
hyperlink from the first Financial Report screen (page 51).

» The above screen is a sample of one of these loan type reports (Assumption loans).

» For more detailed information regarding these reports, contact the VA Corporate Loan
Guaranty Office.
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5.3.5 New Lender Report

WA Funding Fee Papment System icrosoft Internet Explorer provided by Mellon Financial Corporation
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» Any VA user can view a report of all new self-registered lenders by clicking on ‘Reports,
New Lender’.

» If you only want a listing of lenders registered within a specific timeframe, enter the
appropriate “from and to” dates.

» Report results can be sorted by Lender Name or Lender ID.

» Customer Service will use this report to determine on a daily basis which new lenders will be
receiving a Lender PIN letter (see page 64).
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5.3.6 User Report

a VA Funding Fee Payment System - Microsoft Internet Explorer provided by Mellon Financial Corporation
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The User Report is another way for a PA to obtain information about users.

The information in this report is the same as the information one would see through the
‘User, View’ function.

» Click on ‘Reports, User Report’.

The User Search will be displayed. Enter parameters to search for a particular user. All

users matching the criteria will be shown at the bottom of the page. Click on the User ID
hyperlink to view details about that particular user.
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5.3.6 User report (con’t)
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» The detailed user information will show the User ID, last 4 digits of the SSN, name and
phone number.

» This information can be used for user identification purposes by Customer Service, the
RLCs, and VA corporate.
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5.4 Edit Broadcast Messages

< VA Funding Fee Papment System - Microzoft Internet Explorer provided by Mellon Financial Corporation
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» This screen is used by VA Corporate PAs or Customer Service to update the
broadcast message seen by all users. This is an ideal way to communicate
important and timely information to FFPS users.

» A minimal knowledge of HTML is helpful when using this screen, but is not
necessary.

» To change a message, type new information directly over the text shown in the
input box.

» To create an entirely new message, highlight and delete the current information.
Select from the formatting section if you want the new message to be bolded,
italicized, underlined and/or centered. If the Mode is in ‘Basic”, clicking on these
options will place the proper HTML tags on the input screen. To see this coding,
scroll to the bottom of the text input box.

» Then place the cursor in the middle of the coding commands and type the new
message.

» If you change the mode to ‘Prompt’, click on the formatting boxes and a box will
appear in which you can type the desired message. Click ‘OK’ and the message will
be transferred to the input box. Again, to see the information, you must scroll to the
bottom of the input box.
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6. CPU Lenders

6.1 Submit File

; WA Funding Fee Papment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation

J File Edit ‘iew Favortes Tools Help |

= - = e @ ﬁ @ @ @ @' EE: u JAgldleSS Im Jsp Yl ﬁGo J Lirks u

Back Fanwarnd Stop  Refresh  Home Search Favarites  Histary b ail Frint

VA CPU Transmission
This form allows you to upload CPU files from your computer.
Lender ID: l:l
» Refunds
b Reports File: Browse. .. |
b Registration Send File |

b Users

b Payments

CPU

« Contacts

« Logout l

“ v 4 | N
&7 Dore l_l_lc Internet

» Before a CPU lender can send their payment files to the Pay.gov VA FFPS, a user must be
signed onto the FFPS with a valid Lender ID and PIN.

» Files can then be uploaded through the ‘CPU, Submit File’ function. [Note: the CPU file
format is revised for use with the FFPS. CPU lenders received the proper file format in
January 2002. This new file format must be used with the FFPS.]

» The user browses through their current files, selects the one to be sent to the FFPS and
clicks ‘Submit’. A secure file transfer from the lender to the VA FFPS is then initiated.

» Lenders can view the status of sent files, rejected payments and batch print receipts through
the ‘View’ function.
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6.2 View Rejected files
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» To view transactions that may have rejected from a CPU Lender’s file submission, click on
‘CPU, View, Rejected’.

» A search screen will be displayed and Lender ID or dates can be entered to narrow the
search for rejected transactions. [If ‘Search’ is clicked without any parameters, all rejected
transactions will be displayed at the bottom of the screen.]

» Click on ‘Search’ to view rejected transactions (including Lender ID, Loan Number, Rejected
Date, and Reason for the rejection).
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6.3

View Receipts
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» To batch print receipts for all payments that were submitted and processed the
previous day, click on ‘CPU, View, Receipts’.

» As search screen is displayed. Enter a Lender ID or date range.

If left blank, all

receipts for all payments made through the FFPS will be displayed.
» Click on ‘Search’

» Receipts are one to a page and will be printed one to a page. To view receipts click
on ‘Next’ or enter a specific page number in the box at the top of the screen.

» To print receipts in one batch click on ‘Download/Print’ and follow instructions.
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6.4 Reports Download/Print Function

4 e.Reporting Server - Save or View Report as PDF - Microsoft Internet Explorer provided by Mellon Financial Corporation =] E3

o SavelView reportin Adobe PDF format.

| ViewPDF

ca
© Current page
' Pages:
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Tip: After you click the “iew PDF' button, Some versions of Microsoft Internet Explorer may not correctly
display the Adobe PDF report pages. If you are using Acrobat Reader 4.0, upgrading to 4.05 may help.
Otherwize, press FS to refresh the viewing window, or save the PDF report to your local disk before viewing.

Copyright © 2002 Tnited States Treasury
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Reports can be viewed, printed and/or saved to a local PC in the adobe acrobat format.
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File Download Ed |
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] I Cancel More Infao
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6.4 Download/Print Function (con’t)

» Click on “ Open this file from its current location” and then “OK”.
> If your system already has Adobe Acrobat, the report file will download.
» The report can then be printed clicking on “Print”

» In some cases this message box may appear:

Dpen With |

Click. the program you want ko uze to open the file
'PaymentSearch(z]. roi:451".

I the program you want iz not in the list, click Other.
Dezcription af *roi:451" files:

[
Chonze the pragram you want b use:

AcroRdaz ﬂ
cag

ERl clipbrd

Q datairzt

2F eucel

explorer

E fonbwigw ;I

W Always use this program to open thiz file

| ] I Cancel Other... |

» Click on the top program “AcroRd32”, and the system will then roll to
the printable report version.
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6.5 View Received files
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> A CPU lender may be interested in notification that a submitted payment file has
been received. Anytime after a CPU submission, click on ‘CPU, View, Files
Received’ to obtain a file status report.

> A search screen will be displayed and dates can be entered to limit the search.

» Click on ‘Search’.

> Results are displayed at the bottom of the screen including Lender ID, File Receipt
Date, User ID, and File Status.

> Status will be either Received or Rejected.
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7.

Customer Service

If you have questions regarding how to use this system, you may call the Pay.gov customer
service number at 1-877-807-4135. The operators are currently available from 8 a.m. through
5 p.m. Central Time. Outside of those times, a message may be left, and your call will be
returned on the next business day. Customer service representatives can:

Assist with problems/questions on any of the FFPS input screens
Reset passwords

Supply lost Lender PINs

Update user and/or lender information

Research problems with submitted payments

Enter payments for a lender in the event a lender’s Internet access is disrupted. This is
done on an exception basis only. You should never provide a customer service rep with
your User Password or Lender PIN. They can enter payments on your behalf with their own
User ID and Password. Customer service will need to identify you by your name, User ID,
mother’s maiden name, and last four digits of your SSN.
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7.1  Lender PIN report

A Funding Fee Payment Spstem - Microsoft Internet Explorer provided by Mellon Financial Corporation
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» This report (‘Reports, Lender PIN’) is for Customer Service’s use and displays a list of all
lenders who have self-registered and are eligible to receive a Lender PIN letter.

» After finding the new lenders from the New Lender Report (see page 55), Customer Service
can enter the appropriate Lender ID in the search parameters or a date range of new lender
letters.

» Clicking on the Lender ID hyperlink will take the Customer Service user to the Lender PIN
letter which can then be printed and mailed.

» Customer Service and VA Corporate PA users can also access these letters to provide lost
PINs for Lenders.
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